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No

Enter from client 

prep review 

process

This assumes the RFP 

needs to be resubmitted and 

the client review prep 

meeting notes have been 

reviewed by the committee

The entry point 

(EP) receives an 

email with the RFP 

and the updated 

client review rep 

meeting notes

EP checks if 

the package is 

complete

Note missing 

documents and 

return to originator 

with note on what 

is missing

The EP places the 

email in the archive 

and set a completion 

date and sends the 

package to the 

division directors and 

the review committee

The review 

committee reviews 

the package and 

sends their 

comments on to 

the coordinator

The coordinator 

combines the 

comments places 

them in the archive 

and sends them 

on to the directors 

The division 

directors review 

the materials and 

send their 

comments back to 

the coordinator

The coordinator 

combines the 

comments and 

puts them in the 

archive and sends 

them to the RPL/

TPL

The RPL/TPL 

either sends the 

RFP to OPM or 

back to the writing 

team for revision
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